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Contract ID Validation Job Aid

New functionality within NC E-Procurement includes a validation that will automatically occur when an Agency
Specific Contract ID is entered when adding a Non-Catalog Item. If the validation finds that the entered Contract
ID resembles a Statewide or IT Convenience Contract ID, a warning message will be displayed indicating that
an update to the Contract Type or Contract ID may be necessary.
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If you cannct locate an item in the catalog, reguest a non-catalog item using the fields below. Non-catalog items may take lenger to process because your purchasing department
may get involved to complete the order. Add the information before leaving the screen.
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How To

Full Description: Equipment Guantity: &
Unit of Measure: each b

Stock Keeping Unit:

“Commodity Code: 005-05 - Abrasive Equipment... (v
Conversion Factor: |1
“Supplier: (Mo Preference) v
SKU Quantity: 5
Location: {no value) [ select ] X
Price: so.00uso |
TtemID: (no value) =
5 Tax Rate: Other |
Warehousell: (no value) =
cupplier art Tax Amount; $0.00usD |2
Supplier Part #:
Other Costs: $0.00UsSD
Recycled Content? CLYE; S — — T T T —— - g
= =< Amount: $0.00USD
Item Classifffation: & Good O Service ~o
e
Conffact: Agency Specific (v \\
Cthratt ID: 2044 ]
O The value entered in the Contract ID field matches a
N ~ Statewide Term Contract. Please verify the value selected -~
~ __ for the Contract Type field is correct. -
T—a -
Blanket Purchaze?  (O'ves o

1. If the ‘Contract’ field is set to ‘Agency Specific’ and the ‘Contract ID’ entered resembles a Statewide or
IT Convenience Contract ID, a warning message will be displayed indicating which Contract Type the
entered Contract ID resembles.

2. To resolve the warning message in the pictured scenario, change the value in the ‘Contract’ field to
‘Statewide’.

3. Once the ‘Contract’ field is set to ‘Statewide’, the warning message will no longer appear.

Note: In the pictured scenario, the validation found that the Contract ID entered resembles a Statewide
Contract ID number. The warning message indicates that, “The value entered in the Contract ID field
matches a Statewide Term Contract. Please verify the value selected for the Contract Type field is correct.”

If the warning message indicated that the Contract ID entered resembled an IT Convenience Contract ID, the
user would need to change the value in the ‘Contract’ field to ‘IT Convenience’ to resolve the warning
message.
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